
Position Description: Community Liaison Office Assistant 

 

 Basic Function of Position: 

 

Provides administrative support to the Community Liaison Office (CLO).  The incumbent assists 

the Community Liaison Officer in developing and maintaining key contacts and managing 

information that benefits the morale and welfare of the entire mission.  Supports the 8 areas 

of CLO responsibilities including Event Planning, Community Liaison, Welcome & Orientation, 

Guidance and Referral, Information & Resource Management, and Education Liaison. 

 

 Major Duties and Responsibilities: 

Event Planning : 35% 

1. Provides assistance with planning morale enhancing community events including 

coordinating logistics, procuring supplies, etc.  

2. Implements programs for all segments of mission population which introduce Sri Lankan 

culture, maintains familiar American traditions, and responds to needs expressed by post.  

3. Provides advice and logistical support when coordinating with contractors, other Embassy 

sections, and submitting requests.  

4. Plans and organizes sightseeing trips throughout Sri Lanka (includes coordinating with 

travel companies and bus companies for quotes and arrangements.)  

5. Supports recreational and sports activities, coordinates workshops or seminars on topics of 

interest.  

  

Information & Resources Management: 35% 

1. Serves as the newsletter editor, writing, compiling, editing and electronically distributing 

the bi-monthly post newsletter.  

2. Researches information for the post newsletter and other community requirements, such 

as travel information, advertisements for local events and activities, etc.  

3. Maintains the CLO files and webpage on SharePoint and on the closed FB group.  

4. Creates and edits other CLO communications such as emails and flyers. 

5. Produces and compiles travel booklets and suggestions on traveling throughout Sri Lanka.  

6. Maintains office supplies, CLO libraries, and other office materials.  

7. Answers phone calls, responds to a variety of email requirements, greets and assists with 

visitors’ questions. 

8. Maintains the contact list of all family members in the Mission to ensure everyone can be 

reached both with routine information and in emergency situations.  

 

 



 

 

Community Liaison: 15% 

1. Works with the Local Employee association for joint Embassy events, in order to promote 

high morale between LES and Americans.  

2. Maintains and develops a wide range of connections with schools, vendors, travel agencies 

and hotels.  

3. Supports delegation visits (including Meet & Greet events, vendor events, and other 

requirements as needed). 

4. Translates and interprets for community members as needed.  

5. Provides expert travel advice and information on local culture to Embassy community 

members.  
 

Welcome and Orientation: 15% 

1. Produces and updates pre-arrival and post-arrival information, CLO Welcome Packets, and 

TDY Welcome Packets.  

2. Organizes CLO Orientation trips during the peak transition season.  

3. Answers inquiries from newcomers about post and life in Colombo.  

4. Provides cultural presentations for newly arrived American families.  

 

Special Projects and Other Duties 
 

1. Runs the CLO office alone in the absence of an American CLO.  

2. Completes other projects and tasks as assigned by supervisor. 

3. In the event of a crisis or ordered or authorized departure from post, serves as the primary 

source of information for family members, in coordination with the American CLO and 

Management Officer. 

 

 


